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How to Create an IEP in CalJOBS 
 
This section describes how to create an Individual Employment Plan (IEP) in CalJOBS 
step by step. 
 
Creating an IEP: 
 

1. Click on the (+) sign next to “Staff Profile” to expand the categories. Next click the 

(+) sign next to “Case Management Profile” and click on “Plan”. 

 

2. Next click on “Create Individual Employment Plan/Service Strategy”. 

 

(Note: You may switch between the different tabs as well by clicking on them.) 
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3. On the “Plan” tab, you will be required to input the “Plan Information” section. 

Input the start date of the plan verifying the LWIA and office location. After you 

have completed the plan you can come back to this section and input the “Plan 

closed on” date. You also have the option to print the services of the individual 

when printing the plan for convenience. Once done, click “Next”.  
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4. You will now find yourself on the “Goals” tab. You may switch between tabs 

anytime, however, it will only save your work once you click “Next”. Click on “Add 

New Goal” to input a new IEP Goal for the participant.  
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5. In this section you may now input the program affiliation and the type/term of 

goal. Enter a description for the goal and enter the date established, estimated 

completion date, and completion status. Like the IEP, you may come back and 

enter an actual completion date to close the goal. Click “Save”. 

 (Note: You may not have an actual completion date with the completion status 

being open. Furthermore, you may not have a “Closed” completion status without 

an actual completion date.) 
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6. Click on the “Objectives” tab. This will open all objectives for the participant. Click 

“Add new objective” to create your own objective or “Select pre-defined 

objectives” to select from pre-existing objectives in the system. 
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7. Select the goal. Similar to the “Goals” tab, input the program affiliation.  Enter the 

objective name, date established and review date of the objective. You may enter 

any additional notes or comments. In the “Select pre-defined objectives” section, 

you would have the objective names given and would only have to input dates as 

shown below. Click “Save” to save the objective.  

(Note: Like the IEP, you may not have 

an actual completion date with the 

completion status being open. 

Furthermore, you may not have a 

“Closed” completion status without 

an actual completion date.) 
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8. Once saved, you will arrive at the “Services” tab which will show all services 

being provided for the participant. You may now click “Finish” to finish the 

participant’s IEP. You may always go back in to view or add any goals/objectives. 

(Note: If you made a mistake with any goal/objective date, or need a 

goal/objective re-opened or deleted, you must contact the CalJOBS Tech 

Support team for the correction. Any dates past 30 days will not be able to be 

changed due to the 30 day lockdown restriction set by EDD.) 

 

 

 

This help sheet is intented as a broad overview of  how to register a jobseeker in the 

CalJOBS system. Please contact the CalJOBS Tech Support Team at 

caljobstechsupport@css.lacounty.gov for further  in-depth guidance 
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